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Objective:  *   To seek an employment where hard work will be rewarded 
                       and to join anorganization where opportunity for career advancement is
                       encourage. 
        	   *     To land a position in office management that may eventually lead to career in computer 

Education:   1997 – 2001    Marian Computer College
                                            Rizal Ave. San Carlos City,Pangasinan
                                      B.S. Computer Science Graduate
                            1993 – 1997    San Carlos College
                                            Mabini Street San Carlos City, Pangasinan
                                      High School Graduate
                           1987 - 1993    Pangoloan Elementary Schools
                                           Brgy. Pangoloan San Carlos City,Pangasinan
     			   Elementary Graduate



Working   experience:   

· OJT / 
San Carlos City Water District
              Mabini Street San Carlos City, Pangasinan 
· Computer Assistant in School
(Computer Laboratory)
              Marian Computer College
	Rizal Ave.  Street San Carlos City, Pangasinan 
· February 16,2018  to  Present
            Working at Manila Electric Company (MERALCO)
              Miescor Logistics INC energized by: Meralco
	CDS Stores Logistics Department
· Stock Controller Supervisor ( February 16,2008 to June 16,2016 )
· Office Staff       ( July 16,2016 to Present )

· Miescor Logistics Stores Meralco / Timekeeper
· Knowledge in MMS Purchasing ( February 16,2008 – February 16,2013)
· Knowledge in SAP / ERP System In Meralco ( February 16,2013 – Present )
· Posting Property Return Surplus/ PR-SU and
                                                                                                   Posting Property Return Salvaged/ PR-Sa
· Issuance
· OD – Transfer   to other Sector Stores in Meralco
· Preparing Disposal Gate Pass
· Preparing Disposal Recommendation
· Posting Delivery / Diverted nor in-house
· Preparing Toolbox Meeting
· Preparing Manhours Report
· Preparing Warehouse Inventory
· Preparing Out of Scope Billing In Meralco
· Budgeting Overtime /Stores Department Report.
· Preparing Stores Reimbursement
· Monitoring Daily Meralco Safety Meeting in Stores Department.

Computer related skills:   
·  Basic and Advance Microsoft Word
· Microsoft Excel
· Microsoft Power Point
· Internet Explorer
· Visual Basic programming
· C- Language programming
· Pascal Programming
· Turbo-Pascal programming
· MMS – Programming
· SAP/ ERP programming

*   To seek an employment where hard work will be rewarded 
*   Able to work under pressure with less supervision.
*   Dynamic patient and dedicated to work.
*   Passion for continuous learning and personal growth.
*   High motivated and driven with strong desire to excel.
*   Had intensive training and seminars attended.





Reference:   

·  Mr. Leandro Del Rosario ( General Manager )
              Manila Electric Company (MERALCO)

·  Mr. Greoge Gerardo ( General Manager )
              Manila Electric Company (MERALCO)

· Mr. Franklin Mozo ( Team Leader / Supervisor )
              Manila Electric Company (MERALCO)

· Mr. Vic B. Maristela ( Warehouse Head )
             Manila Electric Company ( Miescor Logistic INC.)

· Mr. Manolo L. Arasa (BRU - Head )
             Manila Electric Company (Miescor Logistic INC.)

·  Ms. Elizabeth Felipe (Accounting – Assistance -Head)
              Manila Electric Company (Miescor Logistic INC.)
	











Personal data:   
Date of Birth: January 30, 1980
Place of Birth: San Carlos General Hospital
Civil Status: Married
Citizenship: Filipino
Height: 5’2
Religion: Roman Catholic

I hereby affirmed that the above information are true and correct to the best of my knowledge and belief.

							         Janet B. Balito
                                                   		                     Applicant   Signature:
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